RESOLUTION NO.

A RESOLUTION OF THE MAYOR AND CITY COUNCIL
OF THE CITY OF NORTH MIAMI, FLORIDA,
ESTABLISHING POLICY GUIDELINES GOVERNING
TRAVEL EXPENDITURES FOR THE MAYOR AND CITY
COUNCIL; PROVIDING FOR AN EFFECTIVE DATE AND
FOR ALL OTHER PURPOSES.

WHEREAS, the City North Miami Council wishes to adopt certain policies governing

travel expenditures; and

WHEREAS, Section 112.061, Florida Statutes (2014), recognizes that reasonable and
necessary travel-related expenses incurred while performing official duties that carry out a valid
“public purpose” and are therefore reimbursable expenditures by a municipality (See Exhibit A);

and

WHEREAS, although City of North Miami Administrative Policy 1-12, details the
process and procedures for travel expenditures and reimbursement, it does not define “public

purpose” and reimbursable or acceptable travel; (See Exhibit B); and

WHEREAS, the Mayor and City Council wish to establish the following Policy
Guidelines governing Mayor and Council travel expenditures and reimbursements to provide

guidance on acceptable or reimbursable travel; and

WHEREAS, the Mayor and City Council believe it is in the best interests of the City to
adopt this Resolution.

NOW THEREFORE, BE IT DULY RESOLVED BY THE MAYOR AND CITY
COUNCIL OF THE CITY OF NORTH MIAMI, FLORIDA:

Section 1. Recitals. The above recitals are true and correct and incorporated herein

by this reference.

Section 2.  Adoption of Travel Policy. Travel expenses, paid for with City funds,

shall only be eligible for reimbursement/expenditure when there is a legitimate identifiable

public purpose, as follows:
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A. Eligible travel expenses shall be reasonable and necessary expenses incurred
while performing official duties that directly benefit residents and property

owners of North Miami.

B. Eligible events for travel expenditure/reimbursements shall include attendance
while performing official duties that directly benefit residents and property

owners at the following events, or similar events, including but not limited to:
i. Dade Days (Tallahassee, Florida) ;
ii. Chamber of Commerce Conventions;
iii. Florida League of Cities Conferences and Meetings;
iv. Miami-Dade County League of Cities Conferences and Meetings;
v. Seminars and conferences related to official city business;
vi. Legislative lobbying meetings; and
vii. Travel approved by the North Miami City Council.
C. Ineligible travel expenses shall be expenses:
i. Without an identifiable public purpose as defined above; or
ii. Not accompanied by receipts substantiating each expenditure; or

iii. Submitted without a signed travel reimbursement/expenditure request in a
form to be provided by the City Manager and an acknowledgement
pursuant to Florida Statute 166.021(9)(c); or

iv. Travel not approved by the North Miami City Council.

D. The City Manager or his/her designee shall ensure that travel related funds are
available for travel expenditures/reimbursement submitted in accordance with this

policy.

Section 3.  Effective Date. This Resolution shall become effective immediately upon

adoption.
PASSED AND ADOPTED by a vote of the Mayor and City Council of the
City of North Miami, Florida, this day of ;2003
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DR. SMITH JOSEPH
MAYOR

ATTEST:

MICHAEL A. ETIENNE, ESQ.
CITY CLERK

APPROVED AS TO FORM
AND LEGAL SUFFICIENCY:

REGINE M. MONESTIME, ESQ.
CITY ATTORNEY

SPONSORED BY: COUNCILWOMAN CAROL KEYS, ESQ.
Moved by:
Seconded by:

Vote:
Mayor Smith Joseph, D.O., Pharm. D.

(Yes)

Vice Mayor Carol Keys, Esq.

(Yes)

Councilman Scott Galvin

(Yes)

Councilman Philippe Bien-Aime

(Yes)

Councilman Alix Desulme

(Yes)
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Select Year:

The 2014 Florida Statutes

Title X Chapter 112 View Entire
PUBLIC OFFICERS, EMPLOYEES, PUBLIC OFFICERS AND EMPLOYEES: Chapter
AND RECORDS GENERAL PROVISIONS

112.061 Per diem and travel expenses of public officers, employees, and authorized persons.

(1) LEGISLATIVE INTENT.—To prevent inequities, conflicts, inconsistencies, and lapses in the
numerous laws regulating or attempting to regulate travel expenses of public officers, employees, and
authorized persons in the state, it is the intent of the Legislature:

(a) To establish standard travel reimbursement rates, procedures, and limitations, with certain
justifiable exceptions and exemptions, applicable to all public officers, employees, and authorized
persons whose travel is authorized and paid by a public agency.

(b) To preserve the standardization established by this law:

1. The provisions of this section shall prevail over any conflicting provisions in a general law, present
or future, to the extent of the conflict; but if any such general law contains a specific exemption from
this section, including a specific reference to this section, such general law shall prevail, but only to the
extent of the exemption.

2. The provisions of any special or local law, present or future, shall prevail over any conflicting
provisions in this section, but only to the extent of the conflict.

(2) DEFINITIONS.—For the purposes of this section, the following words shall have the meanings
indicated:

(a) Agency or public agency—Any office, department, agency, division, subdivision, political
subdivision, board, bureau, commission, authority, district, public body, body politic, county, city,
town, village, municipality, or any other separate unit of government created pursuant to law.

(b) Agency head or head of the agency—The highest policymaking authority of a public agency, as
herein defined.

(c) Officer or public officer—An individual who in the performance of his or her official duties is
vested by law with sovereign powers of government and who is either elected by the people, or
commissioned by the Governor and has jurisdiction extending throughout the state, or any person
lawfully serving instead of either of the foregoing two classes of individuals as initial designee or
successor.

(d) Employee or public employee—An individual, whether commissioned or not, other than an officer
or authorized person as defined herein, who is filling a regular or full-time authorized position and is
responsible to an agency head.

(e) Authorized person—

1. A person other than a public officer or employee as defined herein, whether elected or
commissioned or not, who is authorized by an agency head to incur travel expenses in the performance
of official duties.

http://www.leg.state.flLus/STATUTES/index.cfm?App_mode=Display_Statute&Search_St... 5/15/2015



Statutes & Constitution :View Statutes : Online Sunshine Page 2 of 8

2. A person who is called upon by an agency to contribute time and services as consultant or
adviser,

3. A person who is a candidate for an executive or professional position.

(f) Traveler—A public officer, public employee, or authorized person, when performing authorized
travel.

(g) Travel expense, traveling expenses, necessary expenses while traveling, actual expenses while
traveling, or words of similar nature—The usual ordinary and incidental expenditures necessarily
incurred by a traveler.

(h) Common carrier—Train, bus, commercial airline operating scheduled flights, or rental cars of an
established rental car firm.

(i) Travel day—A period of 24 hours consisting of four quarters of 6 hours each.

(j) Travel period—A period of time between the time of departure and time of return.

(k) Class A travel—Continuous travel of 24 hours or more away from official headquarters.

() Class B travel—Continuous travel of less than 24 hours which involves overnight absence from
official headquarters.

(m) Class C travel—Travel for short or day trips where the traveler is not away from his or her
official headquarters overnight.

(n) Foreign travel—Travel outside the United States.

(3) AUTHORITY TO INCUR TRAVEL EXPENSES.—

(@) All travel must be authorized and approved by the head of the agency, or his or her designated
representative, from whose funds the traveler is paid. The head of the agency shall not authorize or
approve such a request unless it is accompanied by a signed statement by the traveler’s supervisor
stating that such travel is on the official business of the state and also stating the purpose of such
travel,

(b) Travel expenses of travelers shall be limited to those expenses necessarily incurred by them in
the performance of a public purpose authorized by law to be performed by the agency and must be
within the limitations prescribed by this section.

(c) Travel by public officers or employees serving temporarily in behalf of another agency or partly
in behalf of more than one agency at the same time, or authorized persons who are called upon to
contribute time and services as consultants or advisers, may be authorized by the agency head.
Complete explanation and justification must be shown on the travel expense voucher or attached
thereto.

(d) Travel expenses of public employees for the sole purpose of taking merit system or other job
placement examinations, written or oral, shall not be allowed under any circumstances, except that
upon prior written approval of the agency head or his or her designee, candidates for executive or
professional positions may be allowed travel expenses pursuant to this section.

(e) Travel expenses of public officers or employees for the purpose of implementing, organizing,
directing, coordinating, or administering, or supporting the implementation, organization, direction,
coordination, or administration of, activities related to or involving travel to a terrorist state shall not
be allowed under any circumstances. For purposes of this section, “terrorist state” is defined as any
state, country, or nation designated by the United States Department of State as a state sponsor of
terrorism.

(fy The agency head, or a designated representative, may pay by advancement or reimbursement, or
a combination thereof, the costs of per diem of travelers for foreign travel at the current rates as
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specified in the federal publication “Standardized Regulations (Government Civilians, Foreign Areas)”
and incidental expenses as provided in this section.

(2) A traveler who becomes sick or injured while away from his or her official headquarters and is
therefore unable to perform the official business of the agency may continue to receive subsistence as
provided in subsection (6) during this period of illness or injury until such time as he or she is able to
perform the official business of the agency or returns to his or her official headquarters, whichever is
earlier. Such subsistence may be paid when approved by the agency head or his or her designee.

(h) The State Surgeon General or a designee may authorize travel expenses incidental to the
rendering of medical services for and on behalf of clients of the Department of Health. The Department
of Health may establish rates lower than the rate provided in this section for these travel expenses.

(4) OFFICIAL HEADQUARTERS.—The official headquarters of an officer or employee assigned to an
office shall be the city or town in which the office is located except that:

(a) The official headquarters of a person located in the field shall be the city or town nearest to the
area where the majority of the person’s work is performed, or such other city, town, or area as may be
designated by the agency head provided that in all cases such designation must be in the best interests
of the agency and not for the convenience of the person.

(b) When any state employee is stationed in any city or town for a period of over 30 continuous
workdays, such city or town shall be deemed to be the employee’s official headquarters, and he or she
shall not be allowed per diem or subsistence, as provided in this section, after the said period of 30
continuous workdays has elapsed, unless this period of time is extended by the express approval of the
agency head or his or her designee.

(c) A traveler may leave his or her assigned post to return home overnight, over a weekend, or
during a holiday, but any time lost from regular duties shall be taken as annual leave and authorized in
the usual manner. The traveler shall not be reimbursed for travel expenses in excess of the established
rate for per diem allowable had he or she remained at his or her assigned post. However, when a
traveler has been temporarily assigned away from his or her official headquarters for an approved period
extending beyond 30 days, he or she shall be entitled to reimbursement for travel expenses at the
established rate of one round trip for each 30-day period actually taken to his or her home in addition to
pay and allowances otherwise provided.

(5) COMPUTATION OF TRAVEL TIME FOR REIMBURSEMENT.—For purposes of reimbursement and
methods of calculating fractional days of travel, the following principles are prescribed:

(a) The travel day for Class A travel shall be a calendar day (midnight to midnight). The travel day
for Class B travel shall begin at the same time as the travel period. For Class A and Class B travel, the
traveler shall be reimbursed one-fourth of the authorized rate of per diem for each quarter, or fraction
thereof, of the travel day included within the travel period. Class A and Class B travel shall include any
assignment on official business outside of regular office hours and away from regular places of
employment when it is considered reasonable and necessary to stay overnight and for which travel
expenses are approved.

(b) A traveler shall not be reimbursed on a per diem basis for Class C travel, but shall receive
subsistence as provided in this section, which allowance for meals shall be based on the following
schedule:

1. Breakfast—When travel begins before 6 a.m. and extends beyond 8 a.m.

2. Lunch—When travel begins before 12 noon and extends beyond 2 p.m.

3. Dinner—When travel begins before 6 p.m. and extends beyond 8 p.m., or when travel occurs
during nighttime hours due to special assignment.
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No allowance shall be made for meals when travel is confined to the city or town of the official
headquarters or immediate vicinity; except assignments of official business outside the traveler's
regular place of employment if travel expenses are approved. The Chief Financial Officer shall establish
a schedule for processing Class C travel subsistence payments at least on a monthly basis.

(6) RATES OF PER DIEM AND SUBSISTENCE ALLOWANCE.—For purposes of reimbursement rates and
methods of calculation, per diem and subsistence allowances are provided as follows:

(@) All travelers shall be allowed for subsistence when traveling to a convention or conference or
when traveling within or outside the state in order to conduct bona fide state business, which
convention, conference, or business serves a direct and lawful public purpose with relation to the public
agency served by the person attending such meeting or conducting such business, either of the following
for each day of such travel at the option of the traveler:

1. Eighty dollars per diem; or

2. If actual expenses exceed $80, the amounts permitted in paragraph (b) for subsistence, plus
actual expenses for lodging at a single-occupancy rate to be substantiated by paid bills therefor.

When lodging or meals are provided at a state institution, the traveler shall be reimbursed only for the
actual expenses of such lodging or meals, not to exceed the maximum provided for in this subsection.

(b) All travelers shall be allowed the following amounts for subsistence while on Class C travel on
official business as provided in paragraph (5)(b):

1. Breakfast. . . . . . . . . . %6
2. Lunch. . . . . . . . . . M
3. Dinner. . . . . . S$19

(c) No one, whether traveling out of state or in state, shall be reimbursed for any meal or lodging
included in a convention or conference registration fee paid by the state.

(7) TRANSPORTATION.—

(@) All travel must be by a usually traveled route. In case a person travels by an indirect route for his
or her own convenience, any extra costs shall be borne by the traveler; and reimbursement for expenses
shall be based only on such charges as would have been incurred by a usually traveled route. The agency
head or his or her designee shall designate the most economical method of travel for each trip, keeping
in mind the following conditions:

1. The nature of the business.

2. The most efficient and economical means of travel (considering time of the traveler, impact on
the productivity of the traveler, cost of transportation, and per diem or subsistence required). When it
is more efficient and economical to either the traveler or the agency head, jet service offered by any
airline, whether on state contract or not, may be used when the cost is within an approved threshold
determined by the agency head or his or her designee.

3. The number of persons making the trip and the amount of equipment or material to be
transported.

(b) The Department of Financial Services may provide any form it deems necessary to cover travel
requests for traveling on official business and when paid by the state.

(c) Transportation by common carrier when traveling on official business and paid for personally by
the traveler, shall be substantiated by a receipt therefor. Federal tax shall not be reimbursable to the
traveler unless the state and other public agencies are also required by federal law to pay such tax. In
the event transportation other than the most economical class as approved by the agency head is
provided by a common carrier on a flight check or credit card, the charges in excess of the most
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economical class shall be refunded by the traveler to the agency charged with the transportation
provided in this manner.

(d)1. The use of privately owned vehicles for official travel in lieu of publicly owned vehicles or
common carriers may be authorized by the agency head or his or her designee. Whenever travel is by
privately owned vehicle:

a. A traveler shall be entitled to a mileage allowance at a rate of 44.5 cents per mile; or

b. A traveler shall be entitled to the common carrier fare for such travel if determined by the
agency head to be more economical.

2. Reimbursement for expenditures related to the operation, maintenance, and ownership of a
vehicle shall not be allowed when privately owned vehicles are used on public business and
reimbursement is made pursuant to this paragraph, except as provided in subsection (8).

3. All mileage shall be shown from point of origin to point of destination and, when possible, shall
be computed on the basis of the current map of the Department of Transportation. Vicinity mileage
necessary for the conduct of official business is allowable but must be shown as a separate item on the
expense voucher.

(e) Transportation by chartered vehicles when traveling on official business may be authorized by
the agency head when necessary or where it is to the advantage of the agency, provided the cost of such
transportation does not exceed the cost of transportation by privately owned vehicle pursuant to
paragraph (d).

(f) The agency head or his or her designee may grant monthly allowances in fixed amounts for use of
privately owned automobiles on official business in lieu of the mileage rate provided in paragraph (d).
Allowances granted pursuant to this paragraph shall be reasonable, taking into account the customary
use of the automobile, the roads customarily traveled, and whether any of the expenses incident to the
operation, maintenance, and ownership of the automobile are paid from funds of the agency or other
public funds. Such allowance may be changed at any time, and shall be made on the basis of a signed
statement of the traveler, filed before the allowance is granted or changed, and at least annually
thereafter. The statement shall show the places and distances for an average typical month’s travel on
official business, and the amount that would be allowed under the approved rate per mile for the travel
shown in the statement, if payment had been made pursuant to paragraph (d).

(g) No contract may be entered into between a public officer or employee, or any other person, and
a public agency, in which a depreciation allowance is used in computing the amount due by the agency
to the individual for the use of a privately owned vehicle on official business; provided, any such
existing contract shall not be impaired.

(h) No traveler shall be allowed either mileage or transportation expense when gratuitously
transported by another person or when transported by another traveler who is entitled to mileage or
transportation expense. However, a traveler on a private aircraft shall be reimbursed the actual amount
charged and paid for the fare for such transportation up to the cost of a commercial airline ticket for
the same flight, even though the owner or pilot of such aircraft is also entitled to transportation
expense for the same flight under this subsection.

(8) OTHER EXPENSES.—

(@) The following incidental travel expenses of the traveler may be reimbursed:

Taxi fare.

Ferry fares; and bridge, road, and tunnel tolls.
Storage or parking fees.

Communication expense.

g (e e B
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5. Convention registration fee while attending a convention or conference which will serve a direct
public purpose with relation to the public agency served by the person attending such meetings. A
traveler may be reimbursed the actual and necessary fees for attending events which are not included in
a basic registration fee that directly enhance the public purpose of the participation of the agency in
the conference. Such expenses may include, but not be limited to, banquets and other meal functions.
It shall be the responsibility of the traveler to substantiate that the charges were proper and necessary.
However, any meals or lodging included in the registration fee will be deducted in accordance with the
allowances provided in subsection (6).

(b) Other expenses which are not specifically authorized by this section may be approved by the
Department of Financial Services pursuant to rules adopted by it. Expenses approved pursuant to this
paragraph shall be reported by the Department of Financial Services to the Auditor General annually.

(9) RULES.—

(a) The Department of Financial Services shall adopt such rules, including, but not limited to, the
general criteria to be used by a state agency to predetermine justification for attendance by state
officers and employees and authorized persons at conventions and conferences, and prescribe such
forms as are necessary to effectuate the purposes of this section. The department may also adopt rules
prescribing the proper disposition and use of promotional items and rebates offered by common carriers
and other entities in connection with travel at public expense; however, before adopting such rules, the
department shall consult with the appropriation committees of the Legislature.

(b) Each state agency shall adopt such additional specific rules and specific criteria to be used by it
to predetermine justification for attendance by state officers and employees and authorized persons at
conventions and conferences, not in conflict with the rules of the Department of Financial Services or
with the general criteria to be used by a state agency to predetermine justification for attendance by
state officers and employees and authorized persons at conventions, as may be necessary to effectuate
the purposes of this section.

(10) FRAUDULENT CLAIMS.—Claims submitted pursuant to this section shall not be required to be
sworn to before a notary public or other officer authorized to administer oaths, but any claim
authorized or required to be made under any provision of this section shall contain a statement that the
expenses were actually incurred by the traveler as necessary travel expenses in the performance of
official duties and shall be verified by a written declaration that it is true and correct as to every
material matter; and any person who willfully makes and subscribes any such claim which he or she does
not believe to be true and correct as to every material matter, or who willfully aids or assists in, or
procures, counsels, or advises the preparation or presentation under the provisions of this section of a
claim which is fraudulent or is false as to any material matter, whether or not such falsity or fraud is
with the knowledge or consent of the person authorized or required to present such claim, is guilty of a
misdemeanor of the second degree, punishable as provided in s. 775.082 or s. 775.083. Whoever shall
receive an allowance or reimbursement by means of a false claim shall be civilly liable in the amount of
the overpayment for the reimbursement of the public fund from which the claim was paid.

(11) TRAVEL AUTHORIZATION AND VOUCHER FORMS.—

(a) Authorization forms.—The Department of Financial Services shall furnish a uniform travel
authorization request form which shall be used by all state officers, employees, and authorized persons
when requesting approval for the performance of travel to a convention or conference. The form shall
include, but not be limited to, provision for the name of each traveler, purpose of travel, period of
travel, estimated cost to the state, and a statement of benefits accruing to the state by virtue of such
travel. A copy of the program or agenda of the convention or conference, itemizing registration fees and
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any meals or lodging included in the registration fee, shall be attached to, and filed with, the copy of
the travel authorization request form on file with the agency. The form shall be signed by the traveler
and by the traveler’s supervisor stating that the travel is to be incurred in connection with official
business of the state. The head of the agency or his or her designated representative shall not authorize
or approve such request in the absence of the appropriate signatures. A copy of the travel authorization
form shall be attached to, and become a part of, the support of the agency’s copy of the travel
voucher.

(b) Voucher forms.—

1. The Department of Financial Services shall furnish a uniform travel voucher form which shall be
used by all state officers, employees, and authorized persons when submitting travel expense
statements for approval and payment. No travel expense statement shall be approved for payment by
the Chief Financial Officer unless made on the form prescribed and furnished by the department. The
travel voucher form shall provide for, among other things, the purpose of the official travel and a
certification or affirmation, to be signed by the traveler, indicating the truth and correctness of the
claim in every material matter, that the travel expenses were actually incurred by the traveler as
necessary in the performance of official duties, that per diem claimed has been appropriately reduced
for any meals or lodging included in the convention or conference registration fees claimed by the
traveler, and that the voucher conforms in every respect with the requirements of this section. The
original copy of the executed uniform travel authorization request form shall be attached to the uniform
travel voucher on file with the respective agency.

2. Statements for travel expenses incidental to the rendering of medical services for and on behalf
of clients of the Department of Health shall be on forms approved by the Department of Financial
Services.

(12) ADVANCEMENTS.—Notwithstanding any of the foregoing restrictions and limitations, an agency
head or his or her designee may make, or authorize the making of, advances to cover anticipated costs
of travel to travelers. Such advancements may include the costs of subsistence and travel of any person
transported in the care or custody of the traveler in the performance of his or her duties.

(13) DIRECT PAYMENT OF EXPENSES BY AGENCY.—Whenever an agency requires an employee to incur
either Class A or Class B travel on emergency notice to the traveler, such traveler may request the
agency to pay his or her expenses for meals and lodging directly to the vendor, and the agency may pay
the vendor the actual expenses for meals and lodging during the travel period, limited to an amount not
to exceed that authorized pursuant to this section. In emergency situations, the agency head or his or
her designee may authorize an increase in the amount paid for a specific meal, provided that the total
daily cost of meals does not exceed the total amount authorized for meals each day. The agency head or
his or her designee may also grant prior approval for a state agency to make direct payments of travel
expenses in other situations that result in cost savings to the state, and such cost savings shall be
documented in the voucher submitted to the Chief Financial Officer for the direct payment of travel
expenses. The provisions of this subsection shall not be deemed to apply to any legislator or to any
employee of the Legislature.

(14)  APPLICABILITY TO COUNTIES, COUNTY OFFICERS, DISTRICT SCHOOL BOARDS, SPECIAL DISTRICTS,
AND METROPOLITAN PLANNING ORGANIZATIONS.—

(a) The following entities may establish rates that vary from the per diem rate provided in
paragraph (6)(a), the subsistence rates provided in paragraph (6)(b), or the mileage rate provided in
paragraph (7)(d) if those rates are not less than the statutorily established rates that are in effect for
the 2005-2006 fiscal year:
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1. The governing body of a county by the enactment of an ordinance or resolution;

2. A county constitutional officer, pursuant to s. 1(d), Art. VIII of the State Constitution, by the
establishment of written policy;

3. The governing body of a district school board by the adoption of rules;

4. The governing body of a special district, as defined in s. 189.012, except those special districts
that are subject to s. 166.021(9), by the enactment of a resolution; or

5. Any metropolitan planning organization created pursuant to s. 339.175 or any other separate legal
or administrative entity created pursuant to s. 339.175 of which a metropolitan planning organization is
a member, by the enactment of a resolution.

(b) Rates established pursuant to paragraph (a) must apply uniformly to all travel by the county,
county constitutional officer and entity governed by that officer, district school board, special district,
or metropolitan planning organization.

(c) Except as otherwise provided in this subsection, counties, county constitutional officers and
entities governed by those officers, district school boards, special districts, and metropolitan planning
organizations, other than those subject to s. 166.021(9), remain subject to the requirements of this
section.

(15) CLASS C TRAVEL.—Moneys appropriated from the State Treasury may not be used to pay per

diem or subsistence related to Class C travel.

History.—ss. 1, 3, ch. 22830, 1945; ss. 1, 2, 3, ch. 23892, 1947; ss. 1, 3, ch. 25040, 1949; ss. 1, 3, ch. 26910, 1951; 5. 1, ch.
28303, 1953; 5. 1, ch. 29628, 1955; s. 1, ch. 57-230; 5. 1, ch, 61-183; s. 1, ch. 61-43; s. 1, ch. 63-5; s. 1, ch. 63-192; s, 1, ch.
63-122; 5. 1, ch. 63-400; ss. 2, 3, ch. 67-371; ss. 1, 2, ch, 67-2206; s. 1, ch. 69-193; 5. 1, ch. 69-381; ss. 12, 23, 31, 35, ch. 69-
106; s. 65, ch. 71-136; s. 1, ch. 72-213; 5. 1, ch. 72-217; 5. 1, ch, 72-324; s. 26, ch. 72-404; s. 1, ch. 73-169; s. 1, ch. 74-15; s.
1, ch. 74-246; s. 1, ch. 74-365; ss. 1, 2, ch. 75-33; 5. 1, ch. 76-166; s. 2, ch. 76-208; ss. 1, 2, ch. 76-250; s. 1, ch. 77-174; s. 1,
ch. 77-231; ss. 1, 2, ch. 77-437; s. 2, ch. 78-95; s. 51, ch. 79-190; s. 1, ch. 79-205; s. 1, ch. 79-303; s. 1, ch. 79-412; ss. 1, 2,
ch. 81-207; ss. 1, 2, ch. 83-307; s. 1, ch. 85-140; s. 1, ch. 87-407; s. 4, ch. 88-235; 5. 12, ch. 89-291; s. 18, ch. 91-45; 5. 1, ch.
94-139; 5. 1403, ch, 95-147; s. 26, ch. 95-312; 5. 5, ch. 96-310; s. 43, ch. 96-399; 5. 23, ch. 98-136; s. 9, ch. 99-8; s. 7, ch. 99-
155; s. 16, ch. 99-399; ss. 48, 53, ch. 2001-254; ss. 46, 79, ch. 2002-40Z; s. 2, ch. 2003-125; s. 123, ch. 2003-261; s. 49, ch.
2003-399; s. 5, ch. 2004-5; s. 32, ch. 2004-269; s. 23, ch. 2005-71; s. 12, ch. 2006-1; s. 6, ch. 2006-18; ss. 14, 53, ch. 2006~
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CITY OF NORTH MIAMI
ADMINISTRATIVE REGULATIONS

Administrative Regulation 1-1

City Manager Approved Date
Prepared by: Miguel Seco
Validated by:

ALL DEPARTMENTS

ESTABLISHMENT OF POLICY FOR TRAVEL ON CITY BUSINESS
PURPOSE

Attendance of City employees, including full-time, part-time, temporary or volunteers, and
elected or appointed officials at professional meetings and training courses benefits them
and the City through increased awareness of technical and administrative developments
through the exchange of ideas with their peers. Additionally, travel may be part of an
employee's official duties.

OBJECTIVES

To provide reasonable, systematic means by which travel for City purposes may be
approved and controlled, consistent with efficient and economical operation

To standardize travel costs and policies for City employees and officials regardless of
funding source or purpose of trip.

RESPONSIBILITIES

1. Official Business - Travel on official business, whether local or overnight, must be
authorized by a department head for his/her staff or the City Manager for his/her
direct staff and elected officials.

2. Reimbursement

A.  Employees/officials traveling on City business, in or out of the State, will be
reimbursed for trip expenses as indicated in this regulation.

B. Eligible Expenses: Employees/Officials traveling on City business shall
receive  transportation, registration and lodging at actual cost and meals at
per diem rates as provided in the following link to the Federal GSA website
http://www.gsa.gov/Portal/gsa/ep/contentView.do?queryYear=2010&content
Type=GSA_ BASIC&contentld=17943&queryState=Florida&noc=T . Meals




will be allocated as a percentage of the per diem rate as follows: Breakfast —
15%, Lunch — 30%, Dinner — 55%. If the registration costs includes a full
meal, e.g. a standard breakfast, lunch or dinner, or the employee/official
requests on the travel form the cost of a ticket to attend a formal banquet as
part of the trip, then the respective portion of the per diem will be disallowed
based on the percentages above. Other reasonable reasonable travel
expenses, such as taxi fares, tolls, parking fees and registration fees will be
reimbursed at actual cost.

Guests: The City is not responsible for any of the costs of a traveler’s guests.
All expenses related to a traveler’s guests are the responsibility of the
traveler.

3, Payment of Trip Expenses

A.

Advances: The Finance Director is authorized to make advances to
employees/officials to cover the anticipated costs of trips. The Finance
Director will make such advances only upon receipt of the approved Travel
Request Form and any related direct vouchers from the Budget Office Such
advances may include the anticipated cost of subsistence and travel of any
person transported in the custody of a police officer in the performance of
official duties.

Actual Expenses: Within five (5) working days after the traveler returns, the
traveler shall complete the Travel Expense Report Form which itemizes
actual trip expenses. Receipts for the traveler’s expenses and, if applicable,
for any person transported in the traveler's custody, must be included with the
form. The form is to be submitted to the Budget Office for review and
Budget Director’s signature

If the traveler received an advance greater than the actual expenses, the
traveler shall return the excess funds to the Finance Department within five
(5) working days of traveler’s return. If the traveler with reasonable cause
expended more than estimated in the advance, the Budget Office as part of its
review will prepare and then forward a direct voucher to the Finance
Department who in turn will issue a reimbursement check to the traveler.

4. Computation of Travel Time -

A.

Continuous travel of twenty-four hours or more away from the City, based on
calendar day of midnight to midnight: The traveler shall be reimbursed from
the time the trip begins to the time the traveler returns to the City, for
expenses as provided in Section 2(B).

Continuous travel of less than twenty-four hours which involves overnight



absence from the City: In all cases, the travel period begins when the trip
begins. The traveler shall be reimbursed for expenses as provided in Section

2(B).
C. Travel for short or day trips where the traveler is not away from the City
overnight: The traveler shall be reimbursed for expenses as provided in
Section 2(B)
5. Mode of Transportation - The most economic method of transportation is

recommended although consideration shall be given to the following factors:

a) purpose of the trip

b) work time to be missed by the traveler

¢) number of persons making the trip

d) amount of material or equipment being transported

The Department Head will determine the most economical mode of transportation. In cases
where the mode of transportation chosen by the traveler is not the most economical, the
traveler will be responsible for payment of the difference between the mode chosen and the
most economical mode.

In all cases, the lowest practical common carrier rate will be used for purposes of travel and
advanced reservation discounts, where applicable, will be used for reimbursement.

6. Private Vehicle - Such travel, when approved, will be reimbursed by the method and
at the rates established in Administrative Regulation 1-13, entitled "Establishment of
Policy for Use of Private Vehicle for City Business". The employee, whether full-
time, part-time,_temporary, or volunteers must p10v1de the Risk Management
Administrater Manager a certificate of insurance naming the City as an additional
insured for the private vehicle being used for the period of time the private vehicle is
used for travel on City business.

7: City Vehicle Used - Often City vehicles will be considered the most economic mode
of transportation for trips that are within the State and do not involve overnight stays.
When City vehicles are used, the traveler will contact the Finance Department to
acquire City-issued credit cards to purchase fuel while on the trip.

Should a City vehicle become disabled while being utilized for business travel within or
outside of North Miami city limits, the employee shall notify the motor pool so that
service can be provided. If the motor pool is closed for normal business, service will
be obtained by calling the Winson Water Plant at Sunkist Grove, (305) 953-2854.
Towing service for City vehicles requiring such service outside the corporate limits
of the City of North Miami shall be provided solely by a private contractor procured
under the direction of the Purchasing Agent Director.



9. Vacation Combined With Official Travel - Travelers wishing to combine a vacation
with a business or convention trip must have prior approval by the Department Head
or the City Manager if a direct report. Travelers traveling under such circumstances
will be reimbursed at the roundtrip lowest practical common carrier rate to and from
the City-related trip location, regardless of the mode of transportation used or the
actual trip destination(s). Actual expenses or per diem will be reimbursed for the
actual conference period and travel time to and from conference location via
common carrier. All other time will be charged as annual leave and expenses shall
be borne by the Traveler.

PROCEDURES

1. Authorization to Travel -

A. At least 15 days in advance of the scheduled departure date, the traveler
must fill out the Travel Request Form with estimated trip costs, attach any
written information or agenda related to the trip, sign the form, have his/her
Department Head sign the form and submit the form to the Budget Office
for review and the Budget Director’s signature. If the nature of the trip is
such that advance notice cannot be given, this step can be shortened or
eliminated by notifying the Budget Office as soon as the travel necessity is
known. The Budget Office will work with the traveler to expedite the
request.

B. For travelers in departments or divisions outside of the City Manager’s
Office only Department Head approval is necessary prior to submission to
the Budget Office. For travelers that are direct reports to the City Manager
or for elected officials, the Travel Form must be signed by the City
Manager prior to submission to the Budget Office. In the latter case, the
City Manager shall return the request to the Budget Office.

C. In all cases, if the traveler is taking his/her personal vehicle, the Budget
Office will direct the Travel Request form to the Risk Manager for his/her
review and signature. Upon approving, the Risk Manager will return the
Request to the Budget Office.

2. Travel Arrangements - Once the trip is authorized, the Finance Department will
issue any advance checks requested by the traveler (i.e., airfare, hotel, etc.) upon
receipt of the approved direct voucher from the Budget Office.

3. Expense Report - Within five (5) working days after return, the Traveler shall
complete and sign the Travel Expense Report Form , have the Department Head
countersign and forward it to the Budget Administrater Office for review and




Budget Director’s signature. Receipts for lodging, registration fees, transportation
and other expenses for which reimbursement is requested must be attached to the
Travel Expense Report form. Meal expenses need not be receipted. The Budget
Administrater Office or the Finance Department may require an explanation of any
expenditures considered questionable and shall verify the amount of reimbursement
or amount due the City based on the provisions of this regulation. The employee
shall receive a validated copy of the report form from the Finance Department after
processing.

This A.R. rescinds A.R. #1-12dated 2-24-89
A.R. #1-12 dated 11-16-95



